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SECTION B - SUPPLIES OR SERVICES AMD PRICES/COSTS 



B.l MINIMUM AND MAXIMUM CONTRACT AMOUNTS- -INDEFINITE QUANTITY CONTRACT 

(a) Per FAR 52.216-22 "INDEFINITE QUANTITY," che minimum for this indefinite 
quantity contract shall be any quanticy or combinacion. of supplies and 
services equal to the amount is) set forth below. if this contract contains 
options, the minimum for each option shall apply separately and independently 
to that option. 7 

Base $200,000.00 

Option 1 $200,000.00 

Option 2 $200,000.00 

Option 3 $200,000.00 

Option 4 $200,000.00 

<b) The maximum for this indefinite quantity contract {including options) 
shall be any quantity or combination of supplies and services equal to 
$100,000,000.00. ^ 

B. 2 TYPE OF CONTRACT (05/95) 

This is a Fixed Price, indefinite Delivery/indefinite Quantity type contract 
DELIVERY O RDERS AND OR TASK ORDERS MAY BE COMPETED BETWEEN THE CONTRACTORS 
AWARDED. ~ 



B.3 DESCRIPTION OP SERVICES 

The contractor is responsible for providing the personnel shown in section c, 
on a delivery order/task order basis, for the programs, activities and 
functions of the United States Department of State. Rates shall include 
direct and indirect labor, overhead and profit. . 

The contractor shall provide the necessary personnel to perform work in the 
Main State building and other Department of State buildings in the Continental 
United States. All personnel shall meet or exceed the labor categories 
requirements contained in Section C. The work shall be performed in 
accordance with the individual Delivery Orders/Task Orders issued under this 
contract. 



At the time a delivery order is issued the contractor shall suhmit 
resumes for individuals that it reasonably expects to perform under the 
delivery order: 



UNITED STATES DEPARTMENT OF STATE 
REVIEW AUTHORITY: CHARLES E LAFTIGUERA 
DATE/CASE ID: 27 APR 2007 200604738 
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(a) Resumes should clearly demonstrate the degree of significant 
experience as it relates to the position qualifications stated in the 
Contract. Resumes shall contain a signed statement that the individual 
grants permission for his/her resume to be submitted for consideration. 

<b) If resumes are provided for individuals not presently in your 
employ, your employment agreements with those individuals shall be 
provided. Employment agreements must contain specific salary quotations 
(not salary ranges) . 
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B.4 NOTB: Contractor may be required to supply labor categories in various areas 
of the Continental United States. Contractor is required to use the labor rates 
prevailing in the area of performance. Contractor may be required to submit a cost 
breakdown for performance out of the Washington area that shall demonstrate the 
rates being used. 



B.4. a BASK YEAR 



LABOR CATEGORIES 



Estimated 
Hours 



Fixed Rate Total Cost 



0001 


Accounting Clerk i 


5640 


0002 


Accounting Clerk I (Overtime) 


80 


0003 


Accounting Clerk li 


5640 


0004 


Accounting Clerk IJ (Overtime) 


80 


0005 


Accounting Clerk III 


5640 


0006 


Accounting Clerk III (Overtime) 


80 


0007 


Accounting Clerk IV 


5640 


0008 


Accounting Clerk IV(Overtime) 


80 


0009 


Administrative Assistant II 


5640 


ooio 


Administrative Assistant II (Overtime) 


80 


0011 


Administrative Assistant III 


5640 


0012 


Administrative Assistant III (Overtime) 


80 


0013 


Administrative Assistant IV 


5640 


0014 


Administrative Assistant IV (Overtime) 


80 


0015 


Computer Assistant 


5640 


0010 


Computer Assistant(Overtime) 


80 


0017 


Court Reporter 


5640 


0018 


Court Reporter (Overtime) 


80 


0019 


Document Prep Clerk 


5640 


0020 


Document Prep Clerk (Overtime) 


80 


0021 


Drafter I 


5640 


0022 


Drafter l(Overtime) 


80 


0023 


Drafter II 


5640 


0024 


Drafter H(Overtime) 


80 


0025 


Drafter III 


5640 


0026 


Drafter lil(Overtime) 


80 


0027 


Drafter IV 


5640 


0028 


Drafter JV(Overtime) 


80 


0029 


Driver (Courier) 


5640 


0030 


Driver (Courier))Overttme) 


80 


0031 


Duplicating Machine Operator 


5640 


0032 


Duplicating Machine Operator(Overtime) 


80 


0033 


General Clerk I 


5640 


0034 


General Clerk I (Overtime) 


80 


0035 


General Clerk II 


5640 


0036 


General Clerk II (Overtime) 


80 


0037 


General Clerk III 


5640 


0038 


General Clerk III (Overtime) 


80 
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0039 General Clerk N 5640 

0040 General Clerk (V (Overtime) ' 80 

0041 Fim/Tape Librarian 5640 

0042 FHnVTape Librarian (Overtime) 80 

0043 Key Entry Operator I " 5640 

0044 Key Entry Operator I (Overtime) 80 

0045 Key Entry Operator II 5640 

0046 Key Entry Operator II (Overtime) 80 

0047 Photographer I 5640 

0048 Photographer I (Overtime) 80 

0049 Photographer II 5640 

0050 Photographer II (Overtime) 80 

0051 Photographer III 5640 

0052 Photographer III (Overtime) 80 

0053 Photographer rv 5640 

0054 Photographer IV (Overtime) 80 

0055 Photographer V 5640 

0056 Photographer V (Overtime) 80 

0057 Procurement Coordinator 5640 

0058 Procurement Coordinator (Overtime) 80 

0059 Production Control Clerk 5640 

0060 Production Control Clerk (Overtime) 80 

0061 Receptionist/Operator 5640 

0062 Receptionist/Operator(Overtime) 80 

0063 Secretary I 5640 

0064 Secretary I (Overtime) 80 

0065 Secretary II 5640 

0066 Secretary II (Overtime) 80 

0067 Secretary III 5640 

0068 Secretary III (Overtime) 80 

0069 Secretary IV 5640 

0070 Secretary IV (Overtime) ) 80 

0071 Secretary V 5640 

0072 Secretary V (Overtime) 80 

0073 Shipping/Receiving Clerk 5640 

0074 Shipping/Receiving Clerk (Overtime) 80 

0075 Word Processor I 5640 

0076 Word Processor I (Overtime) 80 

0077 Word Processor II 5640 

0078 Word Processor II (Overtime) 80 
0Q79 Word Processor III 5640 

0080 Word Processor III (Overtime) 80 

Professional Categories 

0081 Computer Programmer I 5640 

0082 Computer Programmer I (Overtime) 80 

0083 Computer Programmer il 5640 

0084 Computer Programmer II (Overtime) 80 

0085 Computer Programmer III 5640 

0086 Computer Programmer III (Overtime) 80 

0087 Computer Programmer rv 5640 
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0088 Computer Programmer IV (Overtime) 


80 


0089 Librarian 1 

www Wvl mMW IUI I ■ 


5640 


0090 Librarian I /Overtimed 


SO 




SOW 


0092 Librarian II (Overtime) 


80 


0093 Librarian III 


5640 


0094 Librarian lll(Overtime) 


. 80 


0095 Librarian IV 


5640 


uuyo Liuranan iv \\jvcWTt\q) 




OOG? Pmiart MananAr 
UUaf r rujod IVJclfJciyOF 


OD4U 




on 
OU 


uu» oenior Financial Analyst 


5640 


00100 Senior Financial Anahref fOvArtfmaA 


80 


00101 Technical Writer 


5640 


00102 Technical Writer (Overtime) 


80 


Los Angeles, CA. 




00103 Secretary 1 


2080 


00104 Secretary I (Overtime) 


80 


00105 Secretary II ' 


2080 


00106 Secretary II (Overtime) 


80 


00107 Secretarv 111 


2080 


ulhuo ocwoidry iii ^uvBrumuj 


on 

OU 


Uv >U9 oecreiary iv 


ongn 


uunu oecreiary iv (vjverume) 


80 


Houston, Texas 




00111 Secretary I 


2080 


wi i<c secretary i (uveriimej 


OA 

80 


uu i 10 owiouiiy ii 


won 


WI l*f OVWItflory 11 \\JrUlWlHS) 


on 


uu 1 1 o oecreiory in 




uuiib secretary in (uveromej 


80 


Uu 1 J r DcuTeiaiy 1 V 


ZHOU 


uu 1 10 otswciaiy iv iwvtsrwnuj 


OU 


Lubbock. Texas 




00119 Secretary I 


2080 


00120 Secretary 1 (Overtime) 


80 


00121 Secretary II 


2080 


00122 Secretary II (Overtime) 


80 


00123 Secretary III 


2080 


00124 Secretary III (Overtime) 


80 


00125 Secretary IV 


2080 


00126 Secretary IV (Overtime) 


80 


Miami, Florida 





00127 Secretary I 



2080 
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001 2ft Sacretarv 1 f Overtime) 


80 


00129 Secretary II 


prifin 


uuiou decretory u iweruirw/ 


art 
SU 


nmi1 Qwrataru III 

uuioi oecreiary iii 


a!0o0 


out 32 secretary in (overtime) 


BO 


00133 Secretary IV 


2080 


00134 Secretary IV (Overtime) 


80 


Charleston, South Carolina 




00135 Driver Messenger 


2080 


00 1 36 Driver Messenger (overtime} 


80 


00137 General Clerk 


2080 


00138 General Clerk (Overtime) 


80 


00139 General Clerk II 


2080 


00140 General Clerk II (Overtime) 


80 


00141 General Clerk III 


2080 


AA4jIO O j-Lrt j-. ^.-.1 ill //*\« - -»»--- v 

00142 General Clerk ill (Overtime} 


oa 

80 


00143 General Clerk IV 


2080 


00144 General Clerk IV (Overtime) 


80 


#HAa^ J % * _ - «k J J 

00145 Key Entry Operator 1 


2060 


00146 Key Entry Operator I (Overtime) 


80 


00147 Key Entry Operator 1 1 


2080 


00148 Key Entry Operator II (Overtime) 


BA 

80 


00149 Secretary I 


2080 


001 50 Secretary I (Overtime) 


80 


AA"1 C4 ^nnvw*4**** * II 

uuioi oecretary ip 


AAQA 


00152 Secretary ll (Overtime) 


OA 

80 


00153 Secretary III 


2080 


00154 Secretary III (Overtime) 


80 


00155 secretary iv 


2080 


00156 secretary IV (Overtime) 


80 


00157 Secretary V 


2080 


00158 Secretary V (Overtime) 


80 


00159 Switchboard Operator Receptionist 


2080 


00160 Switchboard Operator Receptionist 


B0 


(Overtime) 




00161 Accounting Clerk 1 


2080 


00162 Accounting Clerk I (Overtime) 


80 


00163 Accounting Clerk II 


2080 


00164 Accounting Clerk II (Overtime) 


60 


00165 Accounting Clerk III 


2080 


00166 Accounting Clerk III (Overtime) 


• 80 


00167 Accounting Clerk IV 


2080 


00168 Accounting Clerk IV (Overtime) 


80 


00169 Project Manager 


2080 


00170 Project Manager (Overtime) 


80 


001 71 Senior Financial Analyst 


2080 


00172 Senior Financial Analyst (Overtime) 


80 


TOTAL BASE YEAR 
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B.4.b Option Tear One 



Estimated 



Labor Categories 


Hours 


■mm 


A/WtaiftfiiVI f^lartr 1 


5640 


1002 


Accounting Clerk 1 (Overtime) 


80 


1003 


Accounting Clerk II 


5640 


1004 


Accounting Clerk II (Overtime) 


DA 


1005 


Accounting Clerk III 




1006 


Accounting Clerk lil (Overtime) 


vv 


1007 


Accounting Clerk IV 




1008 


Accounting Clerk IV(Overtime) 


80 
w 


1009 


Administrative Assistant II 




1010 


Administrative Assistant II (Overtime) 


SO 


1011 


Administrative Assistant lil 


ce>lf\ 
0O*H/ 


1012 


Administrative Assistant 111 (Overtime) 


Oft 


1013 


Administrative Assistant IV 




1014 


Administrative Assistant IV (Overtime) 


on 

Ov 


1015 


Computer Assistant 




1016 


Computer Assistant(Overtime) 


on 
ou 


1017 


Court Reporter 


oo*»i/ 


1018 


Court Reporter (Overtime) 


AO 


1019 


Document Prep Clerk 




1020 


Document Prep Clerk (Overtime) 


on 
ou 




uraner i 


5640 


moo 


uraner iiuvenimej 


80 


1 \J£. J 


Draff at M 


5640 




uraner ip^vverurney 


80 


1025 


Drafter III 


5640 


1026 


Drafter lll(Overtime) 


80 


1027 


Drafter IV 


5640 


1028 


Drafter rV(Overeme) 


80 


1029 


Driver (Courier) 


5640 


1030 


Driver (Courier))Overtime) 


80 


1031 


Duplicating Machine Operator 


5640 


1032 


Duplicating Machine Operator(Overtime) 


60 


1033 


General Clerk I 


5640 


1034 


General Clerk I (Overtime) 


80 


1035 


General Clerk II 


5640 


1036 


General Clerk 11 (Overtime) 


80 


1037 


General Clerk III 


5640 


103B 


General Clerk III (Overtime) 


80 


1039 


General Clerk IV 


5640 


1040 


General Clerk IV (Overtime) 


80 


1041 


Film/Tape Librarian 


5640 


1042 


Film/Tape Librarian (Overtime) 


80 


1043 


Key Entry Operator 1 


5640 



Fixed Rate 



Total Cost 
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B4 



1U44 


isey tnxry uperaior i twewmej 


fin 


1045 


Key entry Operator n 


DO*f U 


1046 


Key Entry operator ii (overtime) 


on 
ou 


1047 


Photographer 1 


5640 


1048 


Photographer 1 (Overtime) 


80 


1049 


Photographer II 


5640 


1050 


Photographer II (Overtime) 


80 


1051 


Photographer HI 


5640 


1052 


Photographer III (Overtime) 


80 


1053 


Photographer IV 


5640 


1054 


Photographer IV (Overtime) 


80 


1055 


Photographer V 


5640 


1056 


Photographer V (Overtime) 


80 


1057 


Procurement Coordinator 


5640 


1058 


Procurement ooordmaior (overtime) 


on 


1059 


Production control cierK 




10faU 


DN%/lii/4iAn f^fwilml /Ouortifnoi 

KrOOUCDOn UOffluOl VsKjiK 


an 


lUOl 


rtecopnonisv vjpeioior 








OKI 


1063 


Secretary 1 




1064 


Secretary I (overtime) 


on 

QU 


1065 


Secretary II 


OD*tU 


106o 


oecretary 11 luvernrrie/ 


80 
ou 


1067 


Secretary HI 


OOnU 


1068 


Secretary III (Overtime) 


80 


1069 


Secretary IV 


5640 


1070 


Secretary IV (Overtime) ) 


80 


1071 


Secretary V 


5640 


1072 


Secretary V (Overtime) 


80 


1073 


Shipping/Receiving Clerk 


5640 


1074 


Shipping/Receiving Clerk (Overtime) 


80 


1075 


Word Processor 1 


5640 


1076 


Word Processor 1 (Overtime) 


80 


1077 


Word Processor II 


5640 


1078 


Word Processor II (Overtime) 


80 


1079 


Word Processor III 


5640 


1080 


Word Processor III (Overtime) 


80 


Professional Categories 




1081 


Computer Programmer 1 


5640 


1082 


Computer Programmer I (Overtime) 


80 


1083 


Computer Programmer II 


5640 


1084 


Computer Programmer It (Overtime) 


80 


1085 


Computer Programmer III 


5640 


1086 


Computer Programmer III (Overtime) 


80 


1087 


Computer Programmer IV 


5640 


1088 


Computer Programmer IV (Overtime) 


80 


1089 


Librarian 1 


5640 


1090 


Librarian 1 (Overtime) 


80 


1091 


Librarian II 


5640 
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1092 Librarian II (Overtime) 80 

1093 Librarian lit 5640 

1094 Librarian lll(Overtime) 80 

1095 Librarian IV 5640 

1096 Librarian IV (Overtime) 80 

1097 Project Manager 5640 

1098 Project Manage r( Overtime) 80 

1099 Senior Financial Analyst 5640 

10100 Senior Financial Analyst (Overtime) 80 

10101 Technical Writer 5640 

10102 Technical Writer (Overtime) 60 

Los Angeles, CA, . 

10103 Secretary I 2080 

10104 Secretary {(Overtime) 80 

10105 Secretary II 2080 

10106 Secretary II (Overtime) 80 

10107 Secretary III 2080 

10108 Secretary III (Overtime) 80 

10109 Secretary IV 2080 

10110 Secretary IV (Overtime) 80 

Houston, Texas 

10111 Secretary i 2080 

10112 Secretary I (Overtime) 80 

10113 Secretary II 2080 

10114 Secretary II (Overtime) 80 

10115 Secretary III 2080 

10116 Secretary III (Overtime) 80 

10117 Secretary IV 2080 

10118 Secretary IV (Overtime) 80 

Lubbock, Texas 

10119 Secretary! 2080 

10120 Secretary I (Overtime) 80 

10121 Secretary II 2080 

10122 Secretary ll (Overtime) 80 

10123 Secretary III 2080 

10124 Secretary 111 (Overtime) 80 

10125 Secretary IV 2080 

10126 Secretary IV (Overtime) • 80 

Miami. Florida 

10127 Secretary! 2080 

10128 Secretary I (Overtime) 80 

10129 Secretary II . 2080 

10130 Secretary II (Overtime) 80 
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10131 Secretary Hi 

10132 Secretary til (Overtime) 

10133 Secretary IV 

10134 Secretary IV (Overtime) 

Charleston, South Carolina 

10135 Driver Messenger 

101 36 Driver Messenger (overtime) 

10137 General Clerk 

10138 General Clerk (Overtime) 

10139 General Clerk II 

10140 General Clerk II (Overtime) 

10141 General Clerk III 

10142 General Clerk III (Overtime) 

10143 General Clerk IV 

10144 General Clerk IV (Overtime) 

10145 Key Entry Operator I 

10146 Key Entry Operator I (Overtime) 

10147 Key Entry Operator II 

10148 Key Entry Operator II (Overtime) 

10149 Secretary I 

10150 Secretary I (Overtime) 

10151 Secretary II 

10152 Secretary II (Overtime) 

10153 Secretary III 

10154 Secretary 111 (Overtime) 

10155 Secretary IV 

10156 . Secretary IV (Overtime) 

10157 Secretary V 

10158 Secretary V (Overtime) 

1 01 59 Switchboard Operator Receptionist 

10160 Switchboard Operator Receptionist 
(Overtime) 

10161 Accounting Clerk I 

10162 Accounting Clerk I (Overtime) 

10163 Accounting Clerk II 

10164 Accounting Clerk II (Overtime) 

10165 Accounting Clerk ill 

101 66 Accounting Clerk III (Overtime) 

10167 Accounting Clerk IV 

1 0 1 68 Accounting Clerk IV (Ove rtJme) 

10169 Project Manager 

1 01 70 Project Manager (Overtime) 

10171 Senior Financial Analyst 

101 72 Senior Financial Analyst (Overtime) 

TOTAL OPTION YEAR ONE 



2080 
60 

2080 
80 



2080 

80 
2080 

80 
2080 

80 
2080 

60 
2080 

80 
2080 

80 
2080 

80 
2080 

80 
2080 

80 
2080 

60 
2080 

80 
2080 

80 
2080 

80 

2080 

80 
2080 

80 
2080 

80 
2080 

80 
2080 

80 
2080 

80 



8,868,174.00 
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B.4.C Option Year Two 

Estimated 

Labor Categories Hours Fixed Rate Total Cost 



2001 


Accounting Clerk 1 


5640 


2002 


Accounting Clerk 1 (Overtime) 


80 


2003 


Accounting Clerk II 


5640 


2004 


Accounting Clerk II (Overtime) 


60 


2005 


Accounting Clerk III 


5640 


2006 


Accounting Clerk 111 (Overtime) 


80 


2007 


Accounting Clerk IV 


5640 


2006 


Accounting Clerk IV(Overtime) 


80 


2009 


Administrative Assistant II 


5640 


2010 


Administrative Assistant II (Overtime) 


80 


2011 


Administrative Assistant III 


5640 


2012 


Administrative Assistant III (Overtime) 


80 


2013 


Administrative Assistant IV 


5640 


2014 


Administrative Assistant JV (Overtime) 


80 


2015 


Computer Assistant 


5640 


2016 


Computer Assistant(Overtime) 


80 


2017 


Court Reporter 


5640 


2018 


Court Reporter (Overtime) 


80 


2019 


Document Prep Clerk 


5640 


2020 


Document Prep Clerk (Overtime) 


80 


2021 


Drafter 1 


5640 


2022 


Drafter ((Overtime) 


80 


2023 


Drafter II 


5640 


2024 


Drafter ll(Overtime) 


80 


2025 


Drafter III 


5640 


2026 


Drafter Ml(Overtime) 


80 


2027 


Drafter IV 


5640 


2028 


Drafter IV(Overtime) 


80 


2029 


Driver (Courier) 


5640 


2030 


Driver (Courier))Overtime) 


80 


2031 


Duplicating Machine Operator 


5640 


2032 


Duplicating Machine Operator( Overtime) 


80 


2033 


General Clerk 1 


5640 


2034 


General Clerk 1 (Overtime) 


80 


2035 


General Clerk II 


5640 


2036 


General Clerk II (Overtime) 


60 


2037 


General Clerk III 


5640 


2038 


General Clerk III (Overtime) 


80 


2039 


General Clerk IV 


5640 


2040 


General Clerk IV (Overtime) 


80 


2041 


Rim/Tape Librarian 


5640 


2042 


Film/Tape Librarian (Overtime) 


80 


2043 


Key Entry Operator 1 


5640 


2044 


Key Entry Operator 1 (Overtime) 


80 


2045 


Key Entry Operator II 


5640 
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2046 


Key Entry Operator II (Overtime) 


80 


2047 


• Photoaraoher 1 


5640 


2048 


Photoaraoher 1 f Overtimed 


80 

w 


70AQ 


PHrttrvi ranhpr 11 

r F IVJUJy 1 cXJJf Hal II 




2050 


Phntrwiranhpr II fOvftrtimft^ 


art 
Ov 


2051 


Photonranher III 






PhfihYiranhAT III /OwmrtimA^ 


on 




rTlOiUgia \Jf\cf IV 


CCiA 

OD4U 




rnoiOyFapnoT IV \vVei uniSJ 


on 
oil 


vice 


rnoiograpner v 


0040 


ZUOO 


Knoiograpner v ((jvenimej 


80 


2057 


riUWUIWIIwlfl VWlUUMLvJ 




2058 


Procurement Coordinator (Overtime) 


80 


2059 


Production Control Clerk 


5640 


2060 


Production Control Clerk (Overtime) 


80 


2061 


R eceptlontst/Operator 


5640 


2062 


Receptionist/Operator(Overtime) 


80 


2063 


Secretary 1 


5640 


2064 


Secretary 1 (Overtime) 


80 


2065 


Secretary 11 


5640 


2066 


Secretary II (Overtime) 


80 


2067 


Secretary III 


5640 


9ARA 




ou 




secretary iv 


CC Aft 

D04U 


2070 


Secretary IV (Overtime) ) 


80 


2071 


Secretary V 


5640 


2072 


Secretary V (Overtime) 


80 


2073 


Shipping/Receiving Clerk 


5640 


2074 


Shipping/Receiving Clerk (Overtime) 


80 


2075 


Word Processor 1 


5640 


2076 


Word Processor 1 (Overtime) 


80 


2077 


Word Processor It 


5640 


2078 


Word Processor II (Overtime) 


80 


2079 


Word Processor III 


5640 


2080 


Word Processor III (Overtime) 


-80 


Professional Categories 




2081 


. Computer Programmer 1 


5640 


2082 


Computer Programmer I (Overtime) 


Oft 

BO 


2063 


Computer Programmer II 


O0H»U 


2084 


Computer Programmer II (Overtime) 


80 


2085 


Computer Programmer III 


5640 


2086 


Computer Programmer III (Overtime) 


80 


2087 


Computer Programmer IV 


5640 


2088 


Computer Programmer IV (Overtime) 


80 


2089 


Librarian 1 


5640 


2090 


Librarian 1 (Overtime) 


80 


2091 


Librarian II 


5640 


2092 


Librarian 11 (Overtime) 


80 


2093 


Librarian III 


5640 



B- 
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80 

5640 
80 
5640 
80 
5640 
80 
5640 
80 

Los Angeles, CA. 



20103 Secretary! 2080 

20104 Secretary t (Overtime) 80 

20105 Secretary It 2080 

20106 Secretary II (Overtime) 80 

20107 Secretary III 2080 

20108 Secretary II! (Overtime) 80 

20109 Secretary IV 2080 

201 10 Secretary IV (Overtime) 80 

Houston, Texas 

20111 Secretary I 2080 

20112 Secretary I (Overtime) 80 

20113 Secretary II 2080 

20114 Secretary II (Overtime) 80 

20115 Secretary III 2080 

20116 Secretary III (Overtime) 60 

20117 Secretary tV 2080 

20118 Secretary IV (Overtime) 80 

Lubbock, Texas 

20119 Secretary I 2080 

20120 Secretary I (Overtime) 80 

20121 Secretary II 2080 

20122 Secretary II (Overtime) 80 

20123 Secretary III 2080 

20124 Secretary III (Overtime) 80 

20125 Secretary IV 2080 

20126 Secretary IV (Overtime) 80 

Miami, Florida 

20127 Secretary f 2080 

20128 Secretary I (Overtime) 80 

20129 Secretary II 2060 

20130 Secretary II (Overtime) 80 

20131 Secretary III 2080 

20132 Secretary III (Overtime) 80 
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2094 Librarian lll(Overtime) 

2095 Librarian IV 

2096 Librarian IV (Overtime) 

2097 Project Manager 

2098 Project Manager! Overtime) 

2099 Senior Financial Analyst 

20100 Senior Financial Analyst (Overtime) 

20101 Technical Writer 

20102 Technical Writer (Overtime) 



UNCLASSIFIED 



Dapartmont of State 
Contract No. S-LMAQM-01-D-0049 



20133 Secretary IV 


2080 


20134 Secretary IV (Overtime) 


80 


Charleston. South Carolina 




20135 


Driver Messenaer 


<cUBU 


20136 


Driver Messenaer (overtime) 


an 
ou 


901 T7 


fipriftml Clerk 






on oral ^lork /ftvflrtimpl 


OA 

BO 




funeral Ctprk It 


2060 


^UI*?U 


ru»noral Cterfc II (Overtime) 


on 


ZU141 


IpeflBTBI wrelft III 


zuou 




^anaral /^lorV III //V/ Oft tin ft ^ 


ou 


ZU14.J 


^anoral fl(kl*V IV/ 




9(1144 


General Clerk IV ^Overtime) 

Will IwlW V"»l *\ v w \^** w ■ 


on 
ou 


20145 


Key Entry Operator 1 




20146 


Key Entry Operator 1 (Overtime) 


OU 


20147 


Key Entry Operator II 




20148 


Key Entry Operator II (Overtime) 


on 
OU 


20149 


Secretary 1 


2080 


20150 


Secretary 1 (Overtime) 


80 


20151 


Secretary II 


2080 


20152 


Secretary II (Overtime) 


80 


20153 


Secretary III 


2080 


20154 


Secretary III (Overtime) 


80 


20155 


Secretary IV 


2080 


20156 


Secretary IV (Overtime) 


80 


20157 


Secretary V 


2080 


20158 


Secretary V (Overtime ) 


80 


20159 


Switchboard Operator Receptionist 


2080 


20160 


owitcnDoara uperator r\ecBpuonisi 


OA 
OU 




(Overtime) 


2080 


20161 


Accounting Clerk 1 


20162 


Accounting Clerk 1 (Overtime) 


80 


20163 


Accounting Clerk II 


2080 


20164 


Accounting Clerk II (Overtime) 


80 


20165 


Accounting Clerk III 


2080 


20166 


Accounting Clerk III (Overtime) 


80 


20167 


Accounting Clerk IV 


2080 


20168 


Accounting Clerk IV (Overtime) 


80 


20169 


Project Manager 


2080 


20170 


Project Manager (Overtime) 


80 


20171 


Senior Financial Analyst 


2080 


20172 


Senior Financial Analyst (Overtime) 


80 


TOTAL 


OPTION YEAR TWO 
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B.4.c Option Y< 



Labor Categories 



Estimated 

Hours Fixed Rate 



Total Cost 



3001 


Accounting Clerk I 


5640 


3002 


Accounting Clerk I (Overtime) 


80 


3003 


Accounting Clerk 11 


5640 , 


3004 


Accounting Clerk II (Overtime) 


60 ' 


3005 


Accounting Clerk Ml 


5640 


3006 


Accounting Clerk III (Overtime) 


80 


3007 


Accounting Clerk IV 


5640 


300B 


Accounting Clerk IV(Overtime) 


80 


3009 


Administrative Assistant II 


5640 


3010 


Administrative Assistant II (Overtime) 


80 


3011 


Administrative Assistant III 


5640 


3012 


Administrative Assistant III (Overtime) 


60 


3013 


Administrative Assistant IV 


5640 


3014 


Administrative Assistant IV (Overtime) 


80 


3015 


Computer Assistant 


5640 


3016 


Computer Assistant(Overtime) 


80 


3017 


Court Reporter 


5640 


3018 


Court Reporter (Overtime) 


80 


3019 


Document Prep Clerk 


5640 


3020 


Document Prep Clerk (Overtime) 


80 


3021 


Drafter 1 


5640 


3022 


Drafter l(Overtime) 


80 


3023 


Drafter II 


5640 


3024 


Drafter H(Overtime) 


80 


3025 


Drafter III 


5640 


3026 


Drafter tll(Overtime) 


80 


3027 


Drafter IV 


5640 


3028 


Drafter IV(Overtime) 


80 


3029 


Driver (Courier) 


5640 


3030 


Driver (Courier))Overtime) 


80 


3031 


Duplicating Machine Operator 


5640 


3032 


Duplicating Machine Operator(Overtime) 


80 


3033 


General Clerk 1 


5640 


3034 


General Cleric 1 (Overtime) 


80 


3035 


General Clerk II 


5640 


3036 


General Clerk 11 (Overtime) 


80 


3037 


General Clerk IB 


5640 


3038 


General Clerk III (Overtime) 


80 


3039 


General Clerk IV 


5640 


3040 


General Clerk IV (Overtime) 


80 


3041 


Rim/Tape Librarian 


5640 


3042 


Film/Tape Librarian (Overtime) 


80 


3043 


Key Entry Operator 1 


5640 


3044 


Key Entry Operator 1 (Overtime) 


80 


3045 


Key Entry Operator II 


5640 


3046 


Key Entry Operator II (Overtime) 


80 



B 
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"nLJUjyjeJjJi iw i 






Phntnnrfinhor 1 /OuorfrmoV 


an 




Phrttnnrstnh*»r II 


OD4U 


Often 


r nuK/grapner m iv/vei urrrsj 


on 
W 


■JVO 1 


rnoiograpner j if 


5o4U 


3052 


rfiotograpnor hi (Overtime) 


80 


3053 


Photographer IV 


5640 


3054 


■ - - »\ t ttd^k- - --L * - - - \ 

Photographer IV (Overtime) 


80 


3055 


Photographer V 


5640 


3056 


Photographer V (Overtime) 


80 




KrocureiTiBni uoorainaior 


£AiA 

0040 


3058 


Procurement Coordinator /Overtime) 


80 


•5059 

WW* 


Production Control Clark 


5840 


WW 


PmHurfion rVintml Clerk ^Overtime) 


Of) 


i9vu 1 




Ov*HJ 


3062 


RecfiDtionist/Ooeratorf Ove rtime \ 


80 


3063 


Secretary t 


5640 


3064 


Secretary 1 ( Overtimed 


80 




Corrptarv II 




3066 


ftecretarv II /Overtime) 


on 


3067 


Rerfetarv III 




3068 


Secretary III (Overtime) 


80 


3069 


Secretary IV 


5640 




secretary iv (uvernmej J 


DU 


3071 


Secretary V 


5640 


3072 


Secretary V (Overtime) 


80 


3073 


Shipping/Receiving Clerk 


5640 


3074 


Shipping/Receiving Clerk (Overtime) 


80 


3075 


Word Processor f 


5640 


3076 


Word Processor 1 (Overtime) 


80 


3077 


Word Processor II 


5640 


3078 


Word Processor li (Overtime) 


80 


3079 


Word Processor III 


5640 


3080 


Word Processor III (Overtime) 


80 



Professional Categories 

3081 Computer Programmer I 

3082 Computer Programmer I (Overtime) 

3083 Computer Programmer II 

3084 Computer Programmer II (Overtime) 

3085 Computer Programmer t! I 

3086 Computer Programmer III (Overtime) 

3087 Computer Programmer IV 

3088 Computer Programmer IV (Overtime) 

3089 Librarian I 

3090 Librarian I (Overtime) 

3091 Librarian II 

3092 Librarian II (Overtime) 

3093 Librarian III 

3094 Librarian lll(Overlime) 



5640 

80 
5640 

80 
5640 

80 
5640 

80 
5640 

80 
5640 

80 
5640 

80 
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3095 Librarian IV 5640 

3096 Librarian (V (Overtime) 60 

3097 Project Manager .5640 ■ 

3098 Project Manager(Overtime) 80 

3099 Senior Financial Analyst 5640 

30100 Senior Financial Analyst (Overtime) 80 

30101 Technical Writer 5640 

30102 Technical Writer (Overtime) 80 

Los Angeles, CA, 

30103 Secretary I 2080 

30104 Secretary I (Overtime) 80 

30105 Secretary II 2080 

30106 Secretary II (Overtime) 80 

30107 Secretary III 2080 

30108 Secretary ill (Overtime) 80 

30109 Secretary IV 2080 

30110 Secretary IV (Overtime) 80 

Houston, Texas 

30111 Secretary I 2080 

30112 Secretary I (Overtime) 80 

30113 Secretary II 2080 

30114 Secretary II (Overtime) 80 

30115 Secretary III 2080 

30116 Secretary III (Overtime) 80 

30117 Secretary IV 2080 

30118 Secretary IV (Overtime) 80 

Lubbock; Texas 

30119 Secretary I 2080 

30120 Secretary I (Overtime) 60 

30121 Secretary II 2080 

30122 Secretary II (Overtime) 80 

30123 Secretary III 2080 

30124 Secretary III (Overtime) 80 

30125 Secretary IV 2080 

30126 Secretary IV (Overtime) 80 

Miami, Florida 

30127 Secretary I 2080 

30128 Secretary I (Overtime) 80 

30129 Secretary II 2080 

30130 Secretary II (Overtime) 80 

30131 Secretary III 2080 

30132 Secretary III (Overtime) 80 

30133 Secretary IV 2080 
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30134 Secretary IV (Overtime) 
Charleston, South Carolina 



80 



30135 Driver Messenger 


2080 


30136 Driver Messenger (overtime) 


80 


30137 General Cleric 


2080 


30138 General Clerk (Overtime) 


80 


30139 General Clerk Jl 


2080 


30140 General Clerk M (Overtime) 


80 


30141 General Clerk III 


2080 


30142 General Clerk III (Overtime) 


80 


30143 General Clerk IV 


2080 


30144 General Clerk IV (Overtime) 


80 


30145 Key Entry Operator 1 


2080 


30146 Key Entry Operator I (Overtime) 


80 


30147 Key Entry Operator II 


2080 


30148 Key Entry Operator II (Overtime) 


80 


30149 Secretary I 


2080 


30150 Secretary 1 (Overtime) 


80 


30151 Secretary II 


2080 


30152 Secretary II (Overtime) 


80 


30153 Secretary III 


2080 


30154 Secretary III (Overtime) 


80 


30155 Secretary IV 


2080 


30156 Secretary IV (Overtime) 


80 


30157 Secretary V 


2080 


30158 Secretary V (Overtime) 


80 * 


30159 Switchboard Ooerator Receottonist 


2080 


30160 Switchboard Operator Receptionist 


80 


(Overtime) 




301 61 Accounting Clerk 1 


2080 


30162 Accounting Clerk I (Overtime) 


80 


30163 Accounting Clerk II 


2080 


30164 Accounting Clerk II (Overtime) 


80 


30165 Accounting Clerk III 


2080 


30166 Accounting Clerk 111 (Overtime) 


80 


30167 Accounting Clerk IV 


2080 


30168 Accounting Clerk IV (Overtime) 


80 


30169 Project Manager 


2080 


30170 Project Manager (Overtime) 


80 


301 71 Senior Financial Analyst 


2080 


301 72 Senior Financial Analyst (Overtime) 


80 


TOTAL OPTION YEAR THREE 





I 



8,868,174.00 
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B.4.C Option Year Pour 
Labor Categories 



Estimated 

Hours Fixed Rate 



Total Cost 



4001 


Accounting Clerk i 


5640 


4002 


Accounting Clerk 1 (Overtime) 


80 


4003 


Accounting Clerk II 


5640 


4004 


Accounting Clerk II (Overtime) 


80 


4005 


Accounting Clerk III 


5640 


4006 


Accounting Clerk III (Overtime) 


80 


4007 


Accounting Clerk IV 


5640 


4008 


Accounting Clerk lV(Overtime) 


80 


4009 


Administrative Assistant II 


5640 


4010 


Administrative Assistant II (Overtime) 


80 


4011 


Administrative Assistant III 


5640 


4012 


Administrative Assistant III (Overtime) 


80 


4013 


Administrative Assistant IV 


5640 


4014 


Administrative Assistant IV (Overtime) 


80 


4015 


Computer Assistant 


5640 


4016 


Computer Assistant(Overtime) 


80 


4017 


Court Reporter 


5640 


4018 


Court Reporter (Overtime) 


fin 

80 


4019 


Document Prep Clerk 


5640 


4020 


Document Prep Clerk (Overtime) 


80 


4021 


Drafter 1 


5640 


4022 


Drafter l(Overtime) 


80 


4023 


Drafter II 


5640 


4024 


Drafter il(Overtime) 


80 


4025 


Drafter III 


5640 


4026 


Drafter lll(Overtime) 


80 


4027 


Drafter IV 


5640 


4028 


Drafter IV(Overtime) 


60 


4029 


Driver (Courier) 


5640 


4030 


Driver (Courier))Overttme) 


80 


4031 


Duplicating Machine Operator 


5640 


4032 


Duplicating Machine Operator(Overtime) 


80 


4033 


General Clerk 1 


5640 


4034 


General Clerk 1 (Overtime) 


80 


4035 


General Clerk II 


5640 


4036 


General Clerk II (Overtime) 


80 


4037 


General Clerk 111 


5640 


4038 


General Clerk III (Overtime) 


80 


4039 


General Clerk IV 


5640 


4040 


General Clerk IV (Overtime) 


80 


4041 


Film/Tape Librarian 


5640 


4042 


Film/Tape Librarian (Overtime) 


80 


4043 


Key Entry Operator 1 


5640 


4044 


Key Entry Operator 1 (Overtime) 


80 


4045 


Key Entry Operator II 


5640 


4046 


Key Entry Operator II (Overtime) 


80 


4047 


Photographer 1 


5640 



B 
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AflAA 


Phr^rviranhdr 1 /Overtime \ 


AO 

Ov 


AfXAG 


Dkntfvirankiir II 

r noiograpner ii 


00*rU 


4U0U 


r noiograpner ii tvvewme/ 


an 
ou 


41)3 ( 


Knoiograpner in 


OOhU 


4U3Z 


DhAtMvanhu III ^ Awcrtimo 1 

KnOIOyrBpnBr ill {uveruirlej 


fin 
ou 


4053 


Blm4ruii — LrT.ht.TLjr 1%/ 

rnoiograpner iv 




A fiCA 

4054 


rnotogrspner iv (uvercmej 


art 


4055 


Photographer V 


5640 


4056 


Photographer V (Overtime) 


80 


AftR7 
40D/ 


r rocuremeni t^ooroinaior 




40 "iR 


Procurement Coordinator {Overtime) 

I IUwIM CIIRflH W\AliUHIB»Ml l^wfuiuiliw^ 


80 


*HJO$7 


PmHurrtHon Control Clerk 


5640 






Eft 


Af\tl4 
4U01 




wDtV 


*?UOfc 




80 




wow cuu j i 


5640 


ADA4 


wCUCUUy 1 (^VBILM'rw/ 


80 


4U05 


Q m j> fifil nni II 

oeCioUjry ii 




4UOO 






4U0f 


CAMntani 111 

oeweiary in 


56410 


4068 


Secretary III (Overtime) 


80 


4069 


Secretary IV 


5640 


4070 


Secretary IV (Overtime) ) 


80 


4071 


Secretary V 


5640 


4072 


Secretary V (Overtime) 


80 


4073 


Shipping/Receiving Clerk 


5640 


4074 


Shipping/Receiving Clerk (Overtime) 




4075 


Word Processor 1 


EC A ft 

O04U 


4076 


Word Processor 1 (Overtime) 


OU 


4077 


Word Processor It 


5640 


4078 


Word Processor II (Overtime) 


80 


4079 


Word Processor III 


5640 


4080 


Word Processor III (Overtime) 


80 


Professional Categories 




4081 


Computer Programmer 1 


5640 


4082 


Computer Programmer 1 (Overtime) 


60 


4083 


Computer Programmer ll 


5640 


4084 


Computer Programmer II (Overtime) 


80 


4085 


Computer Programmer III 


5640 


4086 


Computer Programmer III {Overtime) 


80 


4087 


Computer Programmer IV 


5640 


4088 


Computer Programmer IV (Overtime) 


80 


4089 


Librarian 1 


5640 


4090 


Librarian 1 (Overtime) 


80 


4091 


Librarian II 


5640 


4092 


Librarian II (Overtime) 


80 


4093 


Librarian III 


5640 


4094 


Librarian III (Overtime) 


80 


4095 


Librarian IV 


5640 
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4096 Librarian IV (Overtime) 80 

4097 Project Manager 5640 

4098 Project Manager(Overtime) 80 

4099 Senior Financial Analyst 5640 

40100 Senior Financial Analyst {Overtime) 80 

40101 Technical Writer 5640 

40102 Technical Writer (Overtime) 80 

Los Angeles, CA, 

40103 Secretary I 2080 

40104 Secretary I (Overtime) 80 

40105 Secretary II 2080 

40106 Secretary II (Overtime) . . 80 

40107 Secretary ill 2080 

40108 Secretary III (Overtime) 80 

40109 Secretary IV 2080 

40110 Secretary iV (Overtime) 80 



Houston. Texas 

40111 Secretary I 

40112 Secretary I (Overtime) 

40113 Secretary II . 

40114 Secretary II (Overtime) 

40115 Secretary III 

40116 Secretary III (Overtime) 

40117 Secretary IV 

40118 Secretary IV (Overtime) 

Lubbock, Texas 



40119 Secretary I 2080 

40120 Secretary I (Overtime) 80 

40121 Secretary II 2080 

40122 Secretary II (Overtime) 80 

40123 Secretary III 2080 

40124 Secretary III (Overtime) 80 

40125 Secretary IV 2080 

40126 Secretary IV (Overtime) "80 

Miami. Florida 

40127 Secretary! 2080 

40128 Secretary I (Overtime) 80 

40129 Secretary II 2080 

40130 Secretary II (Overtime) 80 

40131 Secretary til 2080 

40132 Secretary III (Overtime) 80 

40133 Secretary IV 2080 

40134 Secretary IV (Overtime) 80 
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Charleston, South Carolina 

40135 Driver Messenger 

40136 Driver Messenger (overtime) 

40137 General Clerk 

40138 General Clerk (Overtime) 

40139 General Cfertc II 

40140 General Clerk II (Overtime) 

40141 General Clerk III 

40142 General Clerk III (Overtime) 

40143 General Clerk IV 

40144 General Clerk IV (Overtime) 

40145 Key Entry Operator i 

40146 Key Entry Operator I (Overtime) 

40147 Key Entry Operator II 

40148 Key Entry Operator II (Overtime) 

40149 Secretary I 

40150 Secretary I (Overtime) 

40151 Secretary II 

40152 Secretary II (Overtime) 

40153 Secretary III 

40154 Secretary III (Overtime) 

40155 Secretary IV 

40156 Secretary IV (Overtime) 

40157 Secretary V 

40158 Secretary V (Overtime) 

40159 Switchboard Operator Receptionist 

40160 Switchboard Operator Receptionist (Overtime) 

40161 Accounting Clerk I 

40162 Accounting Clerk I (Overtime) 

40163 Accounting Clerk II 

40164 Accounting Clerk II (Overtime) 

40165 Accounting Clerk 111 

40166 Accounting Clerk III (Overtime) 

40167 Accounting Clerk IV 

4016B Accounting Clerk IV (Overtime) 

40169 Project Manager 

40170 Project Manager (Overtime) 

40171 Senior Financial Analyst 

401 72 Senior Financial Analyst (Overtime) 

TOTAL OPTION YEAR FOUR 

Grand Summary Base Year and 4 option Years 



2080 
80 
2080 

80 
2080 

60 
2080 

80 
2080 

80 
2080 

80 
2080 

80 
2080 

80 
2080 

80 
2080 

80 
2060 

80 
2080 

80 
2080 

80 
2080 

80 
2080 

80 
2080 

80 
2080 

80 
2080 

80 
2080 

80 




8,868,174.00 



Total amount Cor base 
Total amount for option year 1 
Total amount for option year 2 
Total amount for option year 3 
Total amount for option year 4 



$8,868,153 
$8,666,153 
$8,868,153 
$8,868,153 
$8,868,153 



Total Base Year and 4 option Years 



$44,340,765 
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SECTION C - DKSCRIPTICW/SPECIFICATIONS/WORK STATEMENT 
INCORPORATION OP COMTHACTOR ' S TECHNICAL PROPOSAL (05/95) 

(a) The Contractor shall perform this contract in accordance with its 
technical proposal dated September 9, 1999 and any revisions thereto submitted 
in response to Solicitation No. S-OPRAQ-99-R-0016. 

(b) The Contractor ' s technical proposal is incorporated by reference and 
hereby made subject to the provisions of the "ORDER OF PRECEDENCE" clause in 
SECTION I of this contract. Under the "ORDER' OF PRECEDENCE" clause, the 
Contractor's technical proposal shall follow -the specifications" in the order 
of precedence. 

LABOR CATEGORIES: 

All labor categories, unless additional requirements are stated, shall 
require employees to be fluent in the English language, a high school 
graduate, with one or two years experience the related field. All personnel 
shall have superior organizational, oral and written communication skills and 
the ability to follow directions. Where applicable the Education, Training 
and Experience will show above the labor category's description. 



ACCOUNTING CLERK (Occupational Base) 

Performs one or more accounting tasks such as posting to registers and 
ledgers; balancing and reconciling accounts; verifying the internal 
consistency, completeness, and mathematical accuracy of accounting documents; 
assigning prescribed accounting distribution codes; examining and verifying 
the clerical accuracy of various types of reports, lists, calculations, 
postings, etc.; preparing journal vouchers,- or making entries or adjustments 
to accounts. 

Level I and II require a basic knowledge of routine clerical methods and 
office practices and procedures as they relate to the clerical processing and 
recording of transactions and accounting information. Levels III and IV 
require a knowledge of and understanding of the established and standardized 
bookkeeping and accounting procedures and techniques used in an accounting 
system, or a segment of an accounting system, where their are few variations 
in the types of transactions handled. In addition, some job at each level may 
require a basic knowledge and understanding of the terminology, codes, and 
processes used in an automated accounting system. 

Education, Training and Experience 

Levels I & II requires graduation from a two-year college. Levels III & IV 
require graduation from a four-year college. Levels I, II, III & IV requires 
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completion of a course of study in business administration, finance, 
management, accounting or related field. One to two years experience in a 
related field where the individual was responsible for making frequent 
decisions. Personnel shall possess superior organizational, oral and written 
communication skills. Experience with computer-based applications including 
word-processing, spreadsheets, and database management systems. Education 
and experience requirement may vary according to combined background of the 
individual. Prefer two to four years in business management finance or 
accounting. 



ACCOUNTING CLERK I 

Performs very simple and routine accounting clerical operations, for example, 
.recognizing and comparing easily identified numbers and codes on similar and 
repetitive accounting documents, verifying mathematical accuracy, and 
identifying discrepancies and bringing them to the supervisor's attention. 
Supervisor gives clear and detailed instructions for specific assignments. 
Work is closely controlled and reviewed in detail for accuracy, adequacy, and 
adherence to instructions. 

ACCOUNTING CLERK II 

Performs one or more routine accounting clerical operations, such as: 
examining, verifying, and correcting accounting transactions to insure 
completeness and accuracy of data and proper identification of accounts, and 
checking that expenditures will not exceed obligations in specified accounts,- 
totaling, balancing, and reconciling collection vouchers; posting data to 
transaction sheets where employee identifies proper accounts and items to be 
posted; and coding documents in accordance with a chart (listing) of 
accounts. Employee follows specific and detailed accounting procedures. 
Completed work is reviewed for accuracy and compliance with procedures. 

ACCOUNTING CLERK III 

Uses a knowledge of double entry bookkeeping in performing one or more of the 
following: Posts actions to journals, identifying subsidiary accounts 
affected and debit and credit entries to be made and assigning proper codes; 
reviews computer printouts against manually maintained journals, detecting 
and correcting erroneous postings, and preparing documents to adjust 
accounting classifications and other data; or reviews lists of transactions 
rejected by an automated system, determining reasons for rejections, and 
preparing necessary correcting material. On routine assignments, employee 
selects and applies established procedures and techniques. Detailed 
instructions are provided for difficult or unusual assignments, completed 
work and methods used are reviewed for technical accuracy. 
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ACCOUNTING CLERK IV 

Maintains journals or subsidiary ledgers of an accounting system and balances 
and reconciles accounts. Typical duties include one or both of the following: 
Reviews invoices and statements (verifying information, ensuring sufficient 
funds have been obligated, and if questionable, resolving with the submitting 
unit, determining accounts involved, coding transactions, and processing 
material through data processing for application in the accounting system) ,- 
and/or analyzes and reconciles computer printouts with operating unit reports 
(contacting units and researching causes of discrepancies, and taking action 
to ensure that accounts balance) . Employee resolves problems in recurring 
assignments in accordance with previous training and experience. Suggestions 
are provided for handling unusual or nonrecurring transactions. Conformance 
with requirements and technical soundness of completed work is reviewed by 
the supervisor or is^ controlled by mechanisms built into the accounting 
system. 

Administrative Assistant II 

Providing assistance in support of the administrative services, financial 
systems and information management functions ,- preparation of office 
requisitions and support for office meetings and conferences. Other 
administrative duties as assigned. 

Administrative Assistant III 

Compiles and maintains records of business transactions and office activities 
of establishment, performing variety of following or similar clerical duties 
and utilizing knowledge of system or procedure; Copies data and complies 
records and reports. Tabulates and posts data in records books. Records 
orders for merchandise or service. Gives information to customers, 
claimants, and employees, Prepares receipts, bills, invoices, statement, and 
checks. Prepares stock inventory. Adjusts complaints. Operates office 
machines, such as typewriter, adding, calculating and duplicating machines. 
Opens and routes incoming mail, answers correspondence, and prepares out 
going mail. May take dictation. May greet and assist visitors. May keep 
books. May operate computer terminal to input and retrieve data. 

Administrative Assistant IV 

Provides administrative support assistance to program managers on specific 
Department programs/projects. Duties may include; 

• Interfacing with DOS program participants, Executive Directors & high 
level contractor personnel 

• Attending weekly meetings to plan overall program management strategy 

• Attending inter-agency meetings addressing program issues 

• Processing program related documents 
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• Analyzing & producing program reports 

• Performing miscellaneous audits 

• Developing & maintaining program databases & master files 

• instructing mid-level administrators & program users on procedures & 
policies 

• Addressing & solving program issues/problems 

• Producing special projects for DOS in Excel, MSWord £ PowerPoint. 
Training 

« Receives training requests St develops training roster 

• Assembles training materials and sete-up training room 

• Briefs trainees on application completion & accounting information 

• Performs one-on-one training sessions 

• Briefs executive directors 

• Edited training materials 

Computer Assistant 

Provides computer support and assistance to computer programmers and 
personnel in monitoring the control console of either a mainframe digital 
computer or a group of minicomputers, in accordance with operating 
instructions, to process data. 

Assists with operating instructions and equipment setup as needed, - 

Assists in loading equipment with required items (tapes, cards, paper, etc.); 

Switches necessary auxiliary equipment into system,- 

Starts and operates control console; 

Assists in correcting equipment malfunctions ,- 

Reviews error messages and notifies appropriate personnel 

Maintains operating record. 

COURT REPORTER 

Records examination, testimony; judicial opinions, judge's charge to jury, 
judgment or sentence of court, or other proceedings in court of law by manual 
or machine shorthand. Reads portions of transcript during trial on judge's 
request, and asks speakers to clarify inaudible statements. Transcribes 
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recorded material, using typewriter, or dictates material into recording 
machine . 

DOCUMENT PREP CLERK 

Prepares documents such as brochures, books, periodicals, catalogs, and 
pamphlets for copying or photocopying, photographic, and other reproducing 
office machine. Cuts documents into individual pages of standard size and 
format when allowed by margin space, using paper cutter or razor knife. 
Reproduces document pages as necessary to improve clarity or to reduce one or 
more pages into single page of standard size for copying machine being used, 
using photocopying machine. Stamps standard symbols on pages or inserts 
instruction cards between pages of material to notify Duplicating Machine 
Operator of special handling, such as manual repositioning during copying 
procedure. Prepares cover sheet and document folder for material, and index 
card for organizations' files indicating information, such as organization's 
name and address, subject or product category, and index code to identify . 
material. Inserts material to be copied in document folder, and files folder 
for processing according to index code and copying priority schedule. 

Education, Training and Experience 

Levels I t II requires graduation from a two-year college. Levels III t, IV 
require graduation from a four-year college. Levels I, 11,111 & IV requires 
completion of a course of study in drafting or related field. One to two 
years experience in a related field where the individual was responsible for 
making frequent decisions. Personnel shall possess superior organizational, • 
oral and written communication skills. Experience with computer-based 
applications. Education and experience requirement may vary according to 
combined background of the individual. 

DRAFTER I 

Prepares drawings of simple, easily visualized structures, systems, parts or 
equipment from sketches or marked-up prints. Selects appropriate templates or 
uses a compass and other equipment needed to complete assignments. Drawings 
fit familiar patterns and present few technical problems. Supervisor provides 
detailed instructions on new assignments, gives guidance when questions 
arise, and reviews completed work for accuracy. 
Typical assignments include: 

• From marked-up prints, revises the original drawings of a plumbing 
system by increasing pipe diameters. 

• From sketches, draws building floor plans, determining size, spacing 
and arrangement of freehand lettering according to scale. 

- Draws simple land profiles from predetermined structural dimensions and 
reduced survey notes. 
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• Traces river basin maps and enters symbols to denote stream sampling 
locations, municipal and industrial waste discharges, and water 
supplies. 

DRAFTER II 

Prepares various drawings of such units as construction projects or parts and 
assemblies, including various views, sectional profiles, irregular or reverse 
curves, hidden lines, and small or intricate details. Work requires use of 
most of the conventional drafting techniques and a working knowledge of the 
terms and procedures of the occupation. Hakes arithmetic computations using 
standard formulas. Familiar or recurring work is assigned in general terms. 
Unfamiliar assignments include information on methods, procedures, sources of 
information, and precedents to follow. Simple revisions to existing drawings 
may be assigned with a verbal explanation of the desired results. More 
complex revisions are produced from sketches or specifications that clearly 
depict the desired product. 
Typical assignments include: 

• From a layout and manual references, prepares several views of a simple 
gear system. Obtains dimensions and tolerances from manuals and by 
measuring the layout. 

• Prepares and revises detail and design drawings for such projects as 
the construction and installation of electrical or electronic 
equipment, plant wiring, and the manufacture and assembly of printed 
circuit boards. Drawings typically include details of mountings, 
frames, guards, or other accessories; conduit layouts; or wiring 
diagrams indicating transformer sizes, conduit locations and mountings. 

• Draws base and elevation views, sections, and details of new bridges or 
other structures; revises complete sets of roadway drawings for highway 
construction projects; or prepares block maps, indicating water and 
sewage line locations. 

• DRAFTER III 

Prepares complete sets of complex drawings that include multiple views, 
detail drawings, and assembly drawings. Drawings include complex design 
features that require considerable drafting skill to visualize and portray. 
Assignments regularly require the use of mathematical formulas to draw land 
contours or to compute weights, center of gravity, load capacities, 
dimensions, quantities of material, etc. works from sketches, models, and 
verbal information supplied by an engineer, architect, or designer to 
determine the most appropriate views, detail drawings, and supplementary 
information needed to complete assignments. Selects required information from 
precedents, manufacturers' catalogs, and technical guides. Independently 
resolves most of the problems encountered. Supervisor or design originator 
may suggest methods of approach or provide advice on unusually difficult 
problems. Typical assignments include: 
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• From layouts or sketches, prepares complete sets of drawings of test 
equipment to be manufactured. Several cross -sectional and subassembly 
drawings are required. From information supplied by the design 
originator and from technical handbooks and manuals, describes 
dimensions, tolerances, fits, fabrication techniques, and standard 
parts to use in manufacturing the equipment. 

• From electronic schematics, information as to maximum size, and manuals 
giving dimensions of standard parts, determines the arrangement and 
prepares drawing of printed circuit boards. 

• From precedents, drafting standards, and established practices, 
prepares final construction drawings for floodgates, navigation locks, 
dams, bridges, culverts, levees, channel excavations, dikes and berms; 
prepares boring profiles, typical cross- sections, and land profiles; 
and delineates related topographical details as required. 

• Prepares final drawings for street paving and widening or for water and 
sewer lines having complex trunk lines; reduces field notes and 
calculates true grades. From engineering designs, lays out plan, 
profile and detail appurtenances required; and notifies supervisor of 
conflicting details in design. 

• Excludes drafter-performing work of similar difficulty to that 
described at this level but who provide support for a variety of 
organizations which have widely differing functions or requirements. 

DRAFTER IV 

Works closely with design originators, preparing drawings of unusual, 
complex, or original designs that require a high degree of precision. 
Performs unusually difficult assignments requiring considerable initiative, 
resourcefulness, and drafting expertise. Assures that anticipated problems in 
manufacture, assembly, installation, and operation are resolved by the 
drawing produced. Exercises independent judgment in selecting and 
interpreting data based on a knowledge of the design intent. Although working 
primarily as a drafter, may occasionally interpret general designs prepared 
by others to complete minor details. May provide advice and guidance to' lower 
level drafters or serve as coordinator and planner for large and complex 
drafting projects. 

DRIVER (COURIER ) 

Drives automobile or light truck to deliver messages, documents, packages and 
mail to various business concerns or governmental agencies. May transport 
office personnel and visitors, and perform miscellaneous errands, such as 
carrying mail to and from the post office and sorting or opening incoming and 
outgoing mail. May obtain receipts for articles delivered and keep a log of 
items received and delivered. May deliver items to offices and departments 
within an establishment. 
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DUPLICATING MACHINE OPERATOR (Photocopy Machine Operator; Reproduction 
worker) 

Operates one or more photocopying, photographic, mimeograph and duplicating 
office machines to make copies of documents such as letters, reports, 
directives, manuals, articles and bulletins, operates small binding machines. 
Performs clerical duties associated with the request for printing and 
photographic services. Prepares assembly sheets and printing requisitions 
with specifications for printing and binding. Keeps record of work, and 
delivers and picks up work. Performs minor repairs and preventive 
maintenance. Maintains an inventory of supplies and parts needed for 
reproduction equipment. Important variables may be indicated by trade name of 
machine operated. 

FILM/TAPE LIBRARIAN (Audiovisual Service Clerk) 

Classifies, catalogs, and maintains library of motion-picture films, 
photographic slides, and video and audiotapes. Classifies and catalogs items 
according to contents and purpose, and prepares index cards for file 
reference. Stores item according to classification and catalog number. Issues 
item as requested or recommends item for a particular subject. Maintains 
records of items received, stored, issued, and returned. Examines returned 
item for damage. May make minor repairs to damaged film. Kay maintain a stock 
record system for the loan and turn of audiovisual equipment. 

GENERAL CLERK I 

Follows a few clearly detailed procedures in performing simple repetitive 
tasks in the same sequence, such as filing prerecorded documents in a 
chronological file or operating office equipment, e.g., mimeograph, 
photocopy, addressograph or mailing machine. 

GENERAL CLERK II 

Follows a number of specific procedures in completing several repetitive 
clerical steps performed in a prescribed or slightly varied sequence, such as 
coding and filing documents in an extensive alphabetical file, simple posting 
to individual accounts, opening mail, running mail through metering machines, 
and calculating and posting charges to departmental accounts. Little or no 
subject -matter knowledge is required, but the clerk needs to choose the 
proper procedure for each task, 

GENERAL CLERK III 

Work requires a familiarity with the terminology of the office unit. Selects 
appropriate methods from a wide variety of procedures or makes simple 
adaptations and interpretations of a limited number of substantive guides and 
manuals. The clerical steps often vary in type or sequence, depending on the 
task. Recognized problems are referred to others. 
■ 
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GENERAL CLERK IV 

Uses some subject-matter knowledge and judgement to complete assignments 
consisting of numerous steps that vary in nature and sequence. Selects from 
alternative methods and refers problems not solvable by adapting or 
interpreting substantive guides, manuals, or procedures. Typical duties 
include: assisting in a variety of administrative matters; maintaining a wide 
variety of financial or other records; verifying statistical reports for 
accuracy and completeness; and handling and adjusting complaints. Such 
positions require workers to use a thorough knowledge of an office's work and 
routine to: 1) choose among widely varying methods and procedures to process 
complex transactions; and 2) select or devise steps necessary to complete 
assignments. 

KEY SHTRY OPERATOR I 

Work is routine and repetitive. Under close supervision or following specific 
procedures or detailed instructions, works from various standardized source 
documents that have been coded and require little or no selecting, coding or 
interpreting of data to be entered. Refers to supervisor problems arising 
from erroneous items, codes, or missing information. 

KEY ENTRY OPERATOR II 

Work requires the application of experience and judgment in selecting 
procedures to be followed and in searching for, interpreting, selecting, or 
coding items to be entered from a variety of source documents. On occasion 
may also perform routine work as described for Level I. 



Education, Training and Experience 

Levels I & II requires graduation from a two-year college. Levels III & IV 
require graduation from a four-year college. Levels I, II, III & IV requires 
completion of a course of study in photography or related field. One to two 
years experience in a related field where the individual was responsible for 
making frequent decisions. Personnel shall possess superior organizational, 
oral and written communication skills. Experience with computer-based 
applications. Education and experience requirement may vary according to 
combined background of the individual. 

PHOTOGRAPHER I 

Takes routine pictures in situations where several shots can be taken. Uses 
standard still cameras for pictures lacking complications, such as speed, 
motion, color contrast, or lighting. Photographs are taken for 
identification, employee publications, information, or publicity purposes. 
Workers must be able to focus, center, and provide simple flash-type lighting 

-32- 



UNCLASSIFIED 



Department of State 
Contract No. S-LMAQM-01-D-0049 

for an uncomplicated photograph. Typical subjects are employees who are 
photographed for identification, award ceremonies, interviews, banquets or 
meetings,- or external views of machinery, supplies, equipment, building, 
damaged shipments, or other subjects photographed to record conditions. 
Assignments usually are performed without direct guidance due to the clear 
and simple nature of the desired photograph. 

PHOTOGRAPHER II 

Uses standard still cameras, commonly available lighting equipment and 
related techniques to take photographs which involve limited problems of 
speed, motion, color contrast, or lighting. Typically, the subjects 
photographed are similar to those at Level I, but the technical aspects 
require more skill. Based on clear-cut objectives, determines shutter speeds, 
lens settings and filters, camera angles, exposure times, and type of film. 
Requires familiarity with the situation gained from similar past experience 
to arrange for specific emphasis, balanced lighting, and correction for 
distortion, etc., as needed. May use 16mm or 35mm motion picture cameras for 
simple shots such as moving equipment or individuals at work or meetings, 
where available or simple artificial lighting is used. Ordinarily, there is 
opportunity for repeated shots or for retakes if the original. exposure is 
unsatisfactory. ConsultB with more experienced photographers when problems 
are anticipated. 

PHOTOGRAPHER III 

Selects from a range of standard photographic equipment for assignments 
demanding exact renditions, normally without opportunity for later retakes, 
when there are specific problems or uncertainties concerning lighting, 
exposure time, .color, artistry, etc. Discusses technical requirements with 
operating officials and customizes treatment for each situation according to 
a detailed request. Varies camera processes and techniques and uses the 
setting and background to produce esthetics, as well as accurate and 
informative, pictures. Typically, standard equipment is used at this level 
although "specialized" photography usually is performed; may use some 
special -purpose equipment under closer supervision. In typical assignments, 
photographs: (1) drawings, charts, maps, textiles, etc., requiring accurate 
computation of reduction ratios and exposure times and precise equipment 
adjustments; (2) tissue specimens in fine detail and exact color when color 
and condition of the tissue may deteriorate rapidly; (3) medical or surgical 
procedures or conditions which normally cannot be recaptured; (4) machine or 
motor parts to show wear or corrosion in minute wires or gears; (5) 
specialized real estate, goods and products for catalogs or listings when 
salability is enhanced by the photography; <6) work, construction sites, or 
patrons in prescribed detail to substantiate legal claims, contracts, etc.; 
(7) artistic or technical design layouts requiring precise equipment 
settings; and (8) fixed objects on the ground or air-to-air objects which 
must be captured quickly and require directing the pilot to get the correct 
angle of approach. Works independently; solves most problems through 
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consultations with more experienced photographers, if available, or through 
reference sources. 

PHOTOGRAPH BR IV 

Uses special-purpose cameras and related equipment for assignments in which 
the photographer usually makes all the technical decisions, although the 
objective of the pictures is determined by operating officials. Conceives and 
plans the technical photographic effects desired by operating officials and 
discusses modifications and improvements to their original ideas in light of 
the potential and limits of the equipment. Improvises photographic methods 
and techniques or selects and altars secondary photographic features (e.g., 
scenes, backgrounds, colors, and lighting}. Many assignments afford only one 
opportunity to photograph the subject. Typical examples of equipment used at 
this level include ultra-high speed, motion picture production, studio 
television, animation cameras, specialized still and graphic cameras, 
electronic timing and triggering devices, etc. Some assignments are 
characterized by extremes in light values and the use of complicated 
equipment. Sets up precise photographic measurement and control equipment ,- 
uses high speed color photography, synchronized stroboscopic (interval) light 
sources, and/or timed electronic triggering,- operates equipment from a remote 
point; or arranges and uses cameras operating at several thousand frames per 
second. In other assignments, selects and sets up motion picture or 
television cameras and accessories and shoots a part of a production or a 
sequence of scenes, or takes special scenes to be used for background or 
special effects in the production. Works under guidelines and requirements of 
the subject-matter area to be photographed. Consults with supervisors only 
when dealing with highly unusual problems or altering existing equipment. 

PHOTOGRAPHER V 

As a top technical expert, exercises imagination and creative ability in 
response to photography situations requiring novel and unprecedented 
treatment. Typically performs one or more of the following assignments: (1) 
develops and adapts photographic equipment or processes to meet new and 
unprecedented situations, e.g., works with engineers and physicists to 
develop and modify equipment for use in extreme conditions such as excessive 
heat or cold, radiation, high altitude, under water, wind and pressure 
tunnels, or explosions; (2) plans and organizes the overall technical 
photographic coverage for a variety of events and developments in phases of a 
scientific, industrial, medical, or research project; or (3) creates desired 
illusions or emotional effects by developing trick or special effects 
photography for novel situations requiring a high degree of ingenuity and 
imaginative camera work to heighten, simulate, or alter reality. 
Independently develops, plans, and organizes the overall technical 
photographic aspects of assignments in collaboration with operating officials 
who are responsible for project substance. Uses imagination and creative 
ability to implement objectives within the capabilities and limitations of 
cameras and equipment. May exercise limited control over the substance of 
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events to be photographed by staging actions, suggesting behavior of the 
principals, and rehearsing activities before photographs are taken. 



PRODUCTION CONTROL CLERK 

Compiles and records production data for industrial establishments to compare 
records and reports on volume of production, consumption of material, quality 
control, and other aspects of production, performing any combination of the 
following duties; Compiles and records production data from such documents as 
customer orders, work tickets, product specifications, and individual worker 
production sheets, following prescribed recording procedures and using 
typewriter and other devices. Calculates such factors as types and quantities 
of items produced, materials used, amount of scrap, frequency of defects, and 
worker and department production rates, using adding machine or calculator. 
Writes production reports based on data compiled, tabulated and computed, 
following prescribed formats. Maintains files of documents used and prepared. 
Compiles from customer orders and other specifications detailed production 
sheets or work tickets for use by production workers as guides in assembly or 
manufacture of products. Prepares written work schedules based on established 
guidelines and priorities. Compiles material inventory records and prepares 
requisitions for procurement of materials and supplies. Charts production, 
using chare, graph, or pegboard, based on statistics compiled for reference 
by production and .management personnel . Sorts and distributes work cickets or 
material to workers. May compute wages from employee time cards and post wage 
data on records used for preparation of payroll. 

RECEPTIONIST/OPERATOR 

Operates a single-position telephone switchboard or console, used with a 
private branch exchange (PBX) system to relay incoming, outgoing, and intra - 
system calls and acts as a receptionist greeting visitors, determining nature 
of visits and directing visitors to appropriate persons. Work may also 
involve other duties such as recording and transmitting messages; keeping 
records of calls placed; providing information to callers and visitors; 
making appointments; keeping a log of visitors; and issuing visitor passes. 
May also type and perform other routine clerical work, usually while at the 
switchboard or console, which may occupy the major portion of the worker's 
time. 

SECRETARY I thru V (Occupational Base) 

Provides principal secretarial support in an office, usually to one 
individual, and, in some cases, also to the subordinate staff of that 
individual. Maintains a close and highly responsive relationship to the 
office's day-to-day activities. Works fairly independently, receiving a 
minimum of detailed guidance. Performs varied clerical and secretarial duties 
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requiring a knowledge of office routine and an understanding of the 
organization, programs, and procedures related to the work of the office. 

Education, Training, and Experience 

Secretary's I & II, high school graduate with one or two years experience in 
a related field. Secretary's III & IV, graduation from a two year college. 
Secretary's I, II, III, and IV shall possess superior organizational, oral 
and written communication skills and the ability to follow directions. 
Experience with Word Processing computer applications required. Experience 
with computer applications and spreadsheets highly desirable. Requirements 
may vary according to combined background of individual. Employee shall have 
a pleasant demeanor. Ability to understand brief explanations of work 
requirements. Ability to lift 10 pounds. Ability to sit, stand, bend, keel, 
and type for extended period of time. 

Secretary I 

Carries out recurring office procedures independently. Selects the guideline 
or reference, which fits the specific case. Administrator provides specific 
instructions on new assignments and checks completed work for accuracy. 
Performs varied duties including or comparable to the following: 

1. Responds to routine telephone requests, which have standard answers ; 
refers calls and visitors to appropriate staff, controls mail and assures 
timely staff response; may send form letters; 

2. As instructed, maintains calendar, makes appointments, and arranges for 
meeting rooms; 

3. Reviews materials prepared for approval for typographical accuracy and 
proper format; 

4. Maintains recurring internal reports, such as office equipment listings, 
correspondence controls, and training plans ; 

5. Requisitions supplies, printing, maintenance, or other services. Types, 
takes and transcribes dictation, and establishes and maintains office 
files. 

Secretary II 

Handles differing situations, problems, and deviations in the work of the 
office according to general instructions, priorities, duties, policies, and 
program goals. Secretary may receive assistance with special assignments. 
Duties include or are comparable to the following: 

1. Screens telephone calls, visitors, and incoming correspondence; 

2. personally responds to requests for information concerning office 
procedures; determines which requests should be handled by the supervisor, 
appropriate staff member or other offices. Hay prepare nontechnical 
correspondence ; 
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3. Schedules tentative appointments without prior clearance. Makes 
arrangements for conferences and meetings and assembles established 
background materials, as directed. May attend meetings and record and 
report on the proceedings; 

4 . Reviews outgoing materials and correspondence for internal consistency and 
conformance with procedures,-, assures that proper clearances have been 
obtained, when needed ; 

5. Collects information from the files or staff for routine inquiries on 
office program (s) or periodic reports. Refers nonroutine requests to 
supervisor or staff; 

6. Explains to subordinate staff supervisor's requirements concerning office 
procedures. Coordinates personnel and administrative forms for the office 
and forwards for processing. 

Secretary III 

Uses greater judgment and initiative to determine the approach or action to 
take in nonroutine situations. Interprets and adapts guidelines, including 
unwritten policies, precedents, and practices, which are not always completely 
applicable to changing situations. Duties include or are comparable to the 
following: 

1. Based on a knowledge of the supervisor's views, composes correspondence on 
own initiative about administrative matters and general office policies 
for supervisor's approval; 

2. Anticipates and prepares materials needed by the supervisor for 
conferences, correspondence, appointments, meetings, telephone calls, 
etc., and informs supervisor on matters to be considered; 

3. Reads publications, regulations, and directives and takes action or refers 
those that are important to the supervisor and staff; 

4. Prepares special or one-time reports, summaries, or replies to inquiries, 
selecting relevant information from a variety of sources such as reports, 
documents, correspondence, other offices, etc., under general directions,- 

5. Advises secretaries in subordinate offices on new procedures; requests 
information needed from the subordinate office (s) for periodic or special 
conferences, reports, inquiries, etc. 

Secretary IV 

Handles a wide variety of situations and conflicts involving the clerical or 
administrative functions of the office which often cannot be brought to the 
attention of the executive. The executive sets the overall objectives of the 
work. Secretary may participate in developing the work deadlines. Duties 
include or are comparable to the following: 

1. Composes correspondence requiring some understanding of technical 
matters; 

2. Notes commitments made by executive during meetings and arranges 
for staff implementation. On own initiative, arranges for staff member 
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to represent organization at conferences and meetings, establishes 
appointment priorities, or reschedules or refuses appointments or 
invitations; 

3. Reads outgoing correspondence for executive's approval and alerts 
writers to any conflict with the file or departure from policies or 

. executive's viewpoints; gives advice to resolve the problems; 

4. Summarizes the content of incoming materials, specially gathered 
information, or meetings to assist executive; coordinates the new 
information with background office sources; draws attention to 
important parts or conflicts; 

5. In the executive's absence ,. ensures that requests for action or 
information are relayed to the appropriate staff member; as needed, 
interprets request and helps implement action; makes sure that 
information is furnished in timely manner; decides whether executive 
should be notified of important or emergency matters. 

Secretary V 

Handles all duties as described in description for Secretaries I II, HI, and 
IV. The Secretary V position shall be matched with the Secretaries 
responsibility and supervisor's level. 

SHIP/RECEIVING CLERK 

Performs clerical and physical tasks in connection with shipping goods of the 
establishment in which employed and receiving incoming shipments. In 
performing day-to-day, routine tasks, fallows established guidelines. 
Shipping duties typically involve the following: Verifying that orders are 
accurately filled by comparing items and quantities of goods gathered for 
shipment against documents; insuring that shipments are properly packaged, 
identified with shipping information, and loaded into transporting vehicles; 
and preparing and keeping records of goods shipped, e.g., manifests, bills of 
lading. Receiving duties typically involve the following: Verifying the 
correctness of incoming shipments by comparing items and quantities unloaded 
against bills of lading, invoices, manifests, storage receipts, or other 
records; checking for damaged goods; insuring that goods are appropriately 
identified for routing to departments within the establishment; preparing and 
keeping records of goods received. 



WORD PROCESSOR I 

Produces a variety of standard documents, such as correspondence, form 
letters, reports, tables and other printed materials. Work requires skill in 
typing; a knowledge of grammar, punctuation and spelling; and ability to use 
reference guides and equipment manuals. Performs familiar, routine 
assignments following standard procedures. Seeks further instructions for 
assignments requiring deviations from established procedures. 
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WORD PROCESSOR II 

Uses a knowledge of varied and advanced functions of one software type, a 
knowledge of varied functions of different types of software, or a knowledge 
of specialized or technical terminology to perform such typical duties as: 
Editing and reformatting written or electronic drafts. Examples include: 
Correcting function codes,- adjusting spacing and formatting; and 
standardizing headings, margins, and indentations. Transcribing scientific 
reports, lab analyses, legal proceedings, or similar material from voice 
tapes or handwritten drafts. Work requires knowledge of specialized, 
technical, or scientific terminology. Work requires familiarity with office 
terminology and practices; incumbent corrects copy and questions originator 
of document concerning missing information, improper formatting, or 
discrepancies in instructions. Priorities and deadlines are set on continuing 
assignments, with general instructions for recurring work, and specific 
instructions are given for new or unique projects. 

WORD PROCESSOR III 

Requires both a comprehensive knowledge of word processing software 
applications and office practices and a high degree of skill in applying 
software functions to prepare complex and detailed documents. For example, 
processes complex and lengthy technical reports which include tables, graphs, 
charts, or multiple columns. Uses either different word processing packages 
or many different style macros or special command functions. Independently 
completes assignments and resolves problems. 



Professional Categories 



Education, Training and Experience 

Graduation from a two-year college, completion of a course of study in 
business administration, finance, management, accounting or related field. 
Personnel shall possess superior organization, oral and written communication 
skills. One to two years experience with computer-based applications 
including word-processing, and spreadsheets. Education and experience 
requirement may vary according to combined background of the individual. 
Prefer two to four years in business management finance or accounting. 

Computer Programmer I 

Assists higher level staff by performing elementary programming tasks which 
concern limited and simple data items and steps which closely follow patterns 
of previous work done in the organization, e.g., drawing flow charts, writing 
operator instructions, or coding and testing routines to accumulate counts, 
tallies, or summaries. May perform routine programming assignments (as 
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described in Level II) under close supervision, in addition, to assist higher 
level staff, may perform elementary fact-finding concerning a specified work 
process, e.g., 8 file of clerical records which is treated as a unit 
(invoices, requisitions, or purchase orders, etc.)? reports findings to 
higher level staff. May receive training in elementary fact-finding. 
Detailed, step-by-step instructions are given for each task and any deviation 
must be authorized by a supervisor. Work is closely monitored in progress and 
reviewed in detail upon completion. 

Computer Programmer II . 

> 

At this level, initial assignments are designed to develop competence in 
applying established programming procedures to routine problems. Performs 
routine programming assignments that do not require skilled background 
experience but do require knowledge of established programming procedures and 
data processing requirements, works according to clear cut and complete 
specifications. The data are refined and the format of the final product is 
very similar to that of the input or is well defined when significantly 
different, i.e., there are few, if any, problems with interrelating varied 
records and outputs. Maintains and modifies routine programs. Makes approved 
changes by amending program flow charts, developing detailed processing 
logic, and coding changes. Tests and documents modifications and writes 
operator instructions. May write routine new programs using prescribed 
specifications; may confer with EDP personnel to clarify procedures, 
processing logic, etc. In addition, may evaluate simple interrelationships in 
the immediate programming area, e.g., whether a contemplated change in one 
part of a simple program would cause unwanted results in a related part; 
confers with user representatives to gain an understanding of the situation 
sufficient to formulate the needed change; and implements the change upon 
approval of the supervisor or higher level staff. The incumbent is provided 
with charts, narrative descriptions of the functions performed, an approved 
statement of the product desired (e.g., a change in a local establishment 
report), and the inputs, outputs, and record formats. Reviews objectives and 
assignment details with higher level staff to insure thorough understanding; 
uses judgment in selecting among authorized procedures and seeks assistance 
when guidelines are inadequate, significant deviations are proposed, or when 
unanticipated problems arise. Work is usually monitored in progress; all work 
is reviewed upon completion for accuracy and compliance with standards. 

Computer Programmer III 

As a fully qualified computer programmer, applies standard programming 
procedures and detailed knowledge of pertinent subject matter (e.g., work 
processes, governing rules, clerical procedures, etc.) in a programming area 
such as: a record keeping operation (supply, personnel and payroll, 
inventory, purchasing, insurance payments; depositor accounts, etc.); a well- 
defined statistical or scientific problem; or other standardized operation or 
problem. Works according to approved statements of requirements and detailed 
specifications. While the data are clear cut, related, and equally available, 
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there may be substantial interrelationships of a variety of records and 
several varied sequences of formats are usually produced. The programs 
developed or modified typically are linked to several other programs in that 
the output of one becomes the input for another. Recognizes probable 
interactions of other related programs with the assigned program(s) and is 
familiar with related system software and computer equipment. Solves 
conventional programming problems. (In small organizations, may maintain 
programs which concern or combine several operations, i.e., users, or develop 
programs where there is one primary user and the others give input . ) 
Performs such duties as; develops, modifies, and maintains assigned programs,- 
designs and implements modifications to the interrelation of files and 
records within programs in consultations with higher level staff; monitors 
the operation of assigned programs and responds to problems by diagnosing and 
correcting errors in logic and coding,- and implements and/or maintains 
assigned portions of a scientific programming project, applying established 
scientific programming techniques to well-defined mathematical, statistical, 
engineering, or other scientific problems usually requiring the translation 
Of mathematical notation into processing logic and code. (Scientific 
programming includes assignments such as: using predetermined physical laws 
expressed in mathematical terms to relate one set of data to another; the 
routine storage and retrieval of field test data; and using procedures for 
real-time command and control, scientific data reduction, signal processing, 
or similar areas.) Tests and documents work and writes and maintains operator 
instructions for assigned programs. Confers with other BDP personnel to 
obtain or provide factual data. In addition, may carry out fact-finding and 
programming analysis of a single activity or routine problem, applying 
established procedures where the nature of the program, feasibility, computer 
equipment, and programming language have already been decided. May analyze 
present performance of the program and take action to correct deficiencies 
based on discussion with the user and consultation with and approval of the 
supervisor or higher level staff. May assist in the review and analysis of 
detailed program specifications and in program design to meet changes in work 
processes. Works independently under specified objectives; applies judgment 
in devising program logic and in selecting and adapting standard programming 
procedures; resolves problems and deviations according to established 
practices; and obtains advice where precedents are unclear or not available. 
Completed work is reviewed for conformance to standards, timeliness, and 
efficiency. May guide or instruct lower level programmers; may supervise 
technicians and others who assist in specific assignments. Works on complex 
programs under close direction of higher level staff or supervisor. May 
assist higher level staff by independently performing moderately complex 
tasks assigned, and performing complex tasks under close supervision 



Computer Programmer IV 

Applies expertise in programming procedures to complex programs; recommends 
the redesign of programs, investigates and analyzes feasibility and program 
requirements, and develops programming specifications. Assigned programs 
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typically affect a broad multi-user computer system which meets the data 
processing needs of a broad area (e.g., manufacturing, logistics planning, 
finance management, human resources, or material management) or a computer 
system for a project in engineering, research, accounting, statistics, etc. 
Plans the full range of programming actions to produce several interrelated 
but different products from numerous and diverse data elements which are 
usually from different sources,- solves difficult programming problems'. Uses 
knowledge of pertinent system software, computer equipment, work processes, 
regulations, and management practices. Performs such duties as: develops, 
modifies, and maintains complex programs; designs and implements the 
interrelations of files and records within programs which will effectively 
fit into the overall design of the project; working with problems or 
concepts, develops programs for the solution to major scientific 
computational problems requiring the analysis and development of logical or 
mathematical descriptions of functions to be programmed; and develops 
occasional special programs, e.g., a critical path analysis program to assist 
in managing a special project. Tests, documents, and writes operating 
instructions for all work. Confers with other EDP personnel to secure 
information, investigate and resolve problems and coordinate work efforts. In 
addition, performs such programming analysis as: investigating the 
feasibility of alternate program design approaches to determine the best 
balanced solution, e.g., one that will best satisfy immediate user needs, 
facilitate subsequent modification, and conserve resources,- on typical 
maintenance projects and smaller scale, limited new, projects, assisting user 
personnel in defining problems or needs and determining work organization, 
the necessary files. and records, and their interrelation with the program,- or 
on large or more complicated projects, participating as a team member along 
with other EDP personnel and users and having responsibility for a portion of 
the project. Works independently under overall objectives and direction, 
apprising the supervisor about progress and unusual complications. Modifies 
and adapts precedent solutions and proven approaches. Guidelines include 
constraints imposed by the related programs with which the incumbent's 
programs must be meshed. Completed work is reviewed for timeliness, 
compatibility with other work, and effectiveness in meeting requirements. May 
function as team leader or supervise a few lower level programmers or 
technicians on assigned work. 

Librarian I 

Personnel must meet the requirements specified in paragraphs. A, B, of C 
below. (Note: applicants who qualify under provision of paragraph C will be 
required to take a subject -mater test in library science) : 

A. Completion of 1 full academic year of graduate study in library 
science in an accredited college or university, in addition to 
completion of all work required for a bachelor's degree: 

-or- 
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B. Completion of all the requirements for a "S^-year" bachelor's degree 
I, in library science and at least 1 year of library experience that 

included the performance of duties in one or more functional areas 
of librarianship. 

C. A total of at least 5 years of a combination of college-level 
education, training, and/or experience. To qualify on this basis, 
the applicant must establish conclusively that the education, 
training, an/or experience provided a knowledge and understanding of 
the theories, principles, and techniques of professional 
librarianship knowledge of literature resources; and the knowledge 
and abilities essential for providing effective library services. 
Under the provision: 

(1) Applicant must pass a subject-matter test in library 
science 

. (2) If an applicant qualifies on the basis of college level 
education, he or she must have had at least higher level 
library technician, technical information specialist, or 
subject-matter specialist, e.g. a chemist, performing 
library services. 

(3) If an applicant qualified on the basis of experience alone, 
with no college-level education of training, he or she must 
have had at least 2 years of library experience comparable 
in difficulty and responsibility to that of a higher level 
library technician. 

(4) An applicant may qualify under any time and quality 
equivalent combinations of the requirements shown in 
paragraphs (2) and (3). 

<5) Specialized training, e.g., training at a school for 

library technicians or through "in-house" courses, will be 
allowed appropriate credit depending upon its applicability 
and extent. 

Librarian II 

Education, Training and Experience 

a. Completion of all requirements for a master's degree or 2 full academic 
years of graduate study in library science, in an accredited college or 

university; 

Or 

b. In addition to meeting the basic requirements for Librarian r one of the 
following: 

(1) One year of professional experience in librarianship that 

included the performance, supervision, or administration of one 
or more major functional areas of librarianship (i.e., selection, 
acquisition, cataloging and classification of materials, 
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bibliographic and readers advisory services, reference and 
literature searching services, library management, systems 
planning, or development and strengthening of library services) . 
Some positions are highly specialized in one functional area, and 
may require that the advanced experience be in the appropriate 
function; or 

(2) One year of professional or advance experience in the subject 
matter or language that provided the applicant with the 
professional technical, language, or other specialized knowledge 
and abilities required, by the particular position. Such 
experience may have been gained as a specialized librarian; or a 
subject specialist-, professor or teacher, translator, technical 
writer or editor, literature searcher, indexer, or abstractor 
etc., in the particular subject-matter and/or language area; or 

(3) Completion of all the requirements for a master's degree or 2 
full academic years of graduate education in a subject-mater 
field that is especially applicable and that provided knowledge 
required to perform the duties of the position. 

Librarian III - Education, Training and Experience 

In addition to meeting the basic requirements or the educational requirements 
described at Librarian II, applicants must have had either 1 year o 
professional experience in librarianship or experience in a subject-matter or 
language area appropriate to the position equivalent to at least Librarian 
II; 

OR 

Completion of all the requirements for a doctoral degree {or equivalent) or 3 
full academic years of graduate education in library science; 

OR 

In addition to meeting the basic requirements, applicants must have completed 
all the requirements for a doctoral degree (Ph.D. or equivalent) ; or 3 full 
academic years of graduate education in a subject matter or language area 
appropriate to the position. 



Librarian IV - Education, Training and Experience 

In addition to meeting the basic requirements, applicants must have 1 year of 
experience equivalent to at least the next lower grade level 

Combining Professional experience and Graduate Education; Equivalent 
combinations of professional experience and graduate education of the type 
described above area acceptable at Librarian levels I through IV. 
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Education, Training and Experience 

Graduation from a two-year college, completion of a course of study in 
business administration, finance, management, or related field. One to two 
years experience in a related field where the individual was responsible for 
making frequent decisions. Personnel shall possess superior organization, 
oral and written communication skills. Experience with computer-based 
applications including word -processing, spreadsheets, and database management 
systems. Education and experience requirement may vary according to combined 
background of the individual. Prefer two to four years in business 
management or finance. 

PROCUREMENT C00RINATOR 

The procurement coordinator requires specialized knowledge and experience in 
Government procurement regulations as they relate to the processing of 
purchase orders, delivery orders, amending of orders and modification of 
contracts. Performance involve the following: 

a. Review procurement requisitions for accuracy of contents, 
certification of committed funds and coordinate item descriptions 
with customers and contractors. 

b. Process requisitions using the best possible method for 
performing varied procurement actions, considering factors, such 
as, need dates, cost, and approved vendors or contracts for 
services . 

c. Perform data entry, retrieval of information from electronic 
databases, and researches files and prepare procurement reports 
and listings. 

d. Research sources of supply and determine best sources of 
providing goods and services. 



Education, Training and Experience 

Graduation from a two-year college, completion of a course of study in 
business administration, management or related field. One to two years 
experience in a related field where the individual was responsible for making 
decisions. Personnel shall possess superior organization, oral and written 
communications skills. Experience with computer based applications including 
word -processing, and spreadsheets. Education and experience requirements may 
vary according to combined background of the individual. 

PROJECT MANAGER 

The Project Manager is responsible for supervising assignments and for the 
completion of agreed-upon assignment plans. They coordinate all subordinate 
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activities. They review all work products to assure they meet professional 
standards and the assignment's objective. The Project Manager maintains 
accountability of all the contractor's personnel work schedules (hour's 
worked, annual leave and sick leave) and completes the time cards. He also 
'discusses company- related business with the contractor's personnel and 
informs them of the needs of the Department of State. Discussions between the 
COR and Project are made on a daily basis if needed to coordinate activities. 

Senior Financial Analyst 

Uses knowledge of financial and accounting policy, procedures and regulations 
within the Department of State, Department of Treasury, Department of 
Commerce and Agency of International Development other government agencies to 
provide senior level support. Reviews and audits foreign currency exchange 
and banking transactions in Europe, Asia, Africa and South America for 
compliance with international banking regulations. Reviews and verifies the 
accuracy of large-scale foreign currency purchases and settlements, insuring 
that they conform to U.S. policies and procedures. Anticipates requirements 
and provide guidelines for developing policy to manage foreign currencies 
transactions. Provide financial guidance to U.S. embassies, consulates and 
overseas finance centers, as required. Reviews, interprets, and provide 
guidance on U.S. policies and procedures related to international electronic 
fund transfers. Provide financial insight and advice on U.S. government 
legislation and regulations affecting purchase, disbursement and reporting 
foreign currencies transactions. Perhaps' special or one-time reports, 
summaries, or replies to inquires, selecting relevant financial information 
from a variety of sources, such as reports, documents or other offices. 

• 

Technical Writer 

Develops, writes, and edits material for reports, manuals, briefs, proposals, 
instructions books, catalogs, and related technical and administrative 
publications concerned with work methods and procedures, and installation, 
operation, and maintenance of machinery and other equipment,- Observes 
production, developmental, and experimental activities to determine operating 
procedure and detail. Interviews productions and engineering personnel and 
reads journals, reports, and other material to become familiar with product 
technologies and production methods. Reviews manufacturer's and trade 
catalogs, drawings and other data relative to operation, maintenance, and 
service of equipment. Studies blueprints, sketches, drawings, parts lists, 
specifications, mock ups, and project samples to integrate and delineate 
technology, operating procedure, and production sequence and detail. 
Organizes material and completes writing assignment according to set 
standards regarding order, clarity, conciseness, style, and terminology. 
Reviews published materials and recommend revisions or changes in scope, 
format, content, and menthols of reproduction and binding. May maintain 
records and filed of work and revisions. May select photographs, drawings, 
sketches, diagrams, and charts to illustrate material. May assist in laying 
out material for publication. May arrange for typing, duplication, and 
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distribution of material. May write speeches, articles, and public or 
employee relations releases. 
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